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TAL Leave Request — Revise or Withdraw Update

Based on user feedback, we have enhanced TAL to provide you with a way to revise or withdraw
requested or approved leave requests. This feature allows you to switch your requests back to draft
status and make revisions or withdraw the request. Look through the example below to get familiar with

the new Revision Needed and Withdraw features.

A new “Status” column has been added to leave requests to display the status of each entry in the
leave request. For all “Open” entries, you can make revisions as needed and you can simply withdraw all
the remaining open entries in a leave request by selecting the “Withdraw” button.

Example

Below you can see an existing approved leave request. The first two days of the request have a status
of “Closed” and these entries cannot be revised or withdrawn — you will need to notify your supervisor
and your TAL support contact if any changes need to be made to an entry that is in a “closed” status.

e The three entries with an “Open” status can be changed by selecting the “Revision Needed”
button and then resubmitting the request for approval by your supervisor, or;

e if you are not able to use any of the leave associated with the open entries, you can simply select
the “Withdraw” button and after you confirm the request, any open entries in the request will be

withdrawn and the request will be closed.

= CANDLER, LILY B (511-54-74)
Notifications

= Human Resource Analyst 1T (12900185)

Leave Requested by LILY CANDLER
Leave Request Approved by CONSTAMNCE JONES
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1ID/Last Name: | | View Leave Request

O|r1: ) Employee ID: 511-54-74 MName: CANDLER, LILY B

Show me: v Agency Number: 129 Position: 00185

For: v -

Description: | Vacation Request ID: 17029 Date Requested: 10/27/2014
52 Request Status:  Approved
Request Comments Date Entered Entered By

10/27/2014
10/27/2014

)

TAL
TAL

Leave Balance/History

Leave Requests Leave Type

Timesheets \ Annual
Annual
Annuzl
Annuzl

Annuzl

11/10/2014
11/11/2014
11/12/2014
11/13/2014
11/14/2014

«  Hours lt il Comments

Closed
Closed
Open

8.0
8.0
8.0
8.0
8.0

Open
Open
Total Hours: 40.0

Turn to the next page to review the revision process.
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TAL Leave Request — Revise or Withdraw Update

When you select the “Revision Needed” button, the following confirmation popup box will appear.
You must select confirm to open the request for revisions.

Request Confirmation

This leave request will be changed
back to draft status and will require
re-submission. Do you want to

continue?

h

After you select confirm, the screen will refresh and the “Edit and Delete” links will appear to allow
you to edit or delete the “open” entries in the request. In this example, we will change to hours requested

for an entry from 8 to 4.

EmployeeDirect

The Portal for Virginia State Employees

Change Application  Logoff

Employee

1D/ Last Name: |

Or:
Show me:

For:

Go

= CANDLER, LILY B (511-54-74)
Notifications
= Human Resource Analyst 11 (12900185)
Leave Balance/History

Leave Requests

Timesheets

Update Leave Request

Employee ID: 511-54-74
Agency Number: 129

Description; | Vacation

Help
~

Balances

MName: CANDLER, LILY B
Position: 00185

ID: 17029 Date Requested: 10/27/2014

Request Status: Draft

Request Comments
Leave Requested by LILY CANDLER

Leave Request Approved by CONSTANCE JONES
Leave Request Opened for Editing by LILY CANDLER.

Date Entered

Entered By

10/27/2014 TAL
10/27/2014 TAL
11/12/2014 TAL

Leave Type

Annual 11/10/2014

Annual 11/11/2014
Edit Delete | Annual 11/12/2014
Edit Delete | Annual 11/13/2014
Edit Delete | Annual 11/14/2014

Detail Comments

- Hours Status
8.0 | Closed
8.0 | Closed
B.0  Open
B.0 | Open
B.0 | Open

Total Hours: 40.0

To revise the entry, select the “Edit” link beside the entry. To delete an entry you can simply select the
“Delete” link beside the entry. Please turn to the next page to continue.
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After you confirm your request, the “Update Leave Request” popup will appear and you can change
the request as needed. In this example we will change the hours for the entry to 4.

EmployeeDirect

The Portal for Virginia State Employecs

Change Application _ Logoff

J Employee ‘
ID/Last Name: |-
Oor:
Show me: v
For: v

é— CANDLER, LILY B (511-54-74)

i Notifications
Human Resource Analyst 1I (12900185)
Leave Balance/History
F Leave Requests
Timesheets

Update Leave Request

Select Leave Date(s)*

Select Leave Type*®

® < November, 2014 > »
Sun Mon Tue Wed Thu Fri Sat

26 (27|28 29 30 31 1
- Enter G

Annuzl 4 4 r/

Enter Hours Per Day™

2 3 4 5 6 7 8
9 10 11 kN 13 14 15
16 17 18 19 20 21 22
23 24 2 2 7 28 29

e/

31 2 3 4 5 6

* Denotes Required Field

Update Cancel

When you select the “Update” link, the screen will refresh and display the changed request:

EmployeeDirect

The Portal for Virginia State Employecs

Change

J Employee |
ID/Last Name: |05 5470
Or:
Show me; b
For: Lz

Update Leave Request

Employee ID: 511-54-74
Agency Number: 129

Request Comments

\J=} CANDLER, LILY B (511-54-74)

i Notifications

Human Resource Analyst I (12000185)
Leave Balance/History
Leave Requests

Timesheets

Leave Requested by LILY CANDLER

Balances

Date Entered

Name: CANDLER, LILY B
Position: 00185

Description: Request ID: 17029 Date Requested: 10/27/2014

Request Status:  Draft

Entered By

10/27/2014 TAL
Leave Request Approved by CONSTANCE JONES 10/27/2014 TAL
Leave Request Opened for Editing by LILY CANDLER 11/12/2014 TAL

Leave Type Date

~ Hours Status  Detail Comments
Annual 11/10/2014 8.0 | Closed
Annual 11/11/2014 g
Edit Delete | Annual 11/12/2014 QD Open
Edit Delete | Annual 11/13/2014 8.0 Open
Edit Delete | Annual 11/14/2014 8.0 Open

Total Hours: 36.0

a A i e

You must now “Submit” the revised request to your supervisor for re-approval.
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